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Market Research Co-ordinator job description    
 
This form summarises the purpose of the job and lists the key tasks 

Job Title: Market Research Co-ordinator   

Accountable to:  Research Manager 

Job summary 

 

 
Job summary and purpose 

 To provide a comprehensive and professional support role carrying out a variety of typical research duties 

 Organise and manage research projects ensuring quality and timely completion with the support of other 

team members 

 Assist the Research Managers and Executives in the delivery of contractual research projects 

 

Key responsibilities 

Project management 

 Ensure the smooth running of all projects, mostly in a supporting role and after training in a primary 
role for smaller value contracts 

 Understand client objectives enabling the development of research proposals and tenders, with the 
appropriate methodology and budget, under the guidance of the senior team  

 This role requires an ‘all rounder’ with a minimum of six to 12 months market research experience 

 Working with project managers on the day to day management of multiple research projects, across 
quantitative and qualitative methodologies 

 Work within a team preparing tenders / project proposals within the private and public sectors 

 Management of online communities working under the guidance of a project manager 

 Multi-tasking and prioritising tasks in a fast paced environment is a must for this role 
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 Design questionnaires / topic guides for a range of research projects, i.e CATI, on-street, in-depth, 
focus groups 

 Analyse and write reports, including client recommendations, and quality check those written by 
others  

 Write PowerPoint presentations, including client recommendations,  on relevant projects within the 
corporate template, with the ability to work independently 

 Work with the Administration Manager and project managers to promote best practice in the quality 
control of all fieldwork and ensure all ISO quality procedures are adhered to across the business 

 Assist the Research Directors and Managers in the presentation of project findings to clients  

 Ensure that projects are resourced and implemented correctly, to the satisfaction of the client, within 
budget and on time 

 Support Research  Managers in the day to day running and overall management of online communities  
 
Team relationships 

 Create and maintain good working relationships with all colleagues 

 Support and brief telephone researchers in the Explain research centre on a project by project basis 

 Ensure clear communication with colleagues and clients   

 Ensure comprehensive awareness of all clients and projects, including those of other Account 
Managers  

 Work in a flexible manner, adapting to changing demands of the client, fluctuations in workload and to 
support the wider team  

Specialist qualitative expertise 

 Conduct in-depth interviews and train to moderate focus groups  

 Analyse qualitative data identifying key themes in line with objectives and assist in the writing of 
reports  

 Develop a comprehensive understanding of the software and research techniques used in qualitative 
research projects 

 Transcription of depth interviews and focus groups 

 Recruitment of public and stakeholder audiences for interviews and groups 
Specialist quantitative expertise 

 Analyse statistical data, identifying key trends, to provide clients with results from their projects in line 
with research objectives and budgets 

 Interpretation of data to provide clear direction to clients  

 Develop a comprehensive understanding of the software and research techniques used in quantitative 
research projects 

Other 

Act at all times in the best interests of the company  

 
Administration 
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 To be a point of contact for the company by answering incoming telephone calls and greeting visitors to 

the building when required 

 To undertake any other general office administration duties as necessary 

 Acting at all times in the best interests of the company 

 

Requirement criteria 

Essential Desirable 

Relevant degree with a high standard of literacy and written 

communication skills. 

6 to 12 months experience in a research environment. 

Accomplished in all office skills including Microsoft Office – Word, Excel 

and PowerPoint.. 

Confident, flexible and helpful personality with ability to gain colleagues’ 

trust and build relationships as an active member of a team. 

Ability to work individually managing own time and prioritising. 

Strong numbers skills and ability to handle data. 

Proven organisational skills. 

Problem solving of day to day issues as they arise with the initiative to 

find solutions where necessary and to recognise when problems and 

queries should be directed to a colleague. 

Excellent verbal face to face and telephone communication skills. Ability 

to liaise with all types of people at varying levels of responsibility. 

Previous experience of research analysis 

software e.g. Askia, SNAP, SPSS 

 

 


